Placing Holds

1. Click the Holds Wizard. Scan, paste, or type a user ID in the Enter User ID or Name field.
If you do not have the patron ID to scan, click Find User to display the Identify User window.
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2. To place a hold, click Place Hold by Copy . USD 500 schools will ALWAYS place copy
holds only, not title holds. The window displays for you to search for an item. The search
window defaults to search the home library only. Change the Library field to ALL_LIBS to

search all USD 500 libraries.
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3. Use the Title and Author column headings to sort results. Use the the vertical scroll bar
and forward or back arrows to find the record you want to display. Select an available copy

from the list of copies.
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4. Click on Select and the Place Hold window displays.

Complete the fields in the Place Hold window. The Hold Expires field is not used for USD 500
libraries. The Pickup Library field defaults to the home library.
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5. Click OK to return to the Holds screen.
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Repeat steps 2 through 5 for all of the holds you want to place for the user.

Click Clear to start placing a hold for a different user.
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The hold is added to the list of holds for the user.
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